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This information sheet will help you fill in 
your Application for Unemployment 
Insurance Benefits (EMP 3885). This new 
form has been designed to simplify the process 
of applying for Unemployment Insurance (UI) 
benefits. 

Print clearly or type your answers to ques- 
tions in the unshaded blocks only. Most of the 
questions are easy to understand. Here, we’ll 
explain only the more complicated questions. 
If you’re in doubt about anything, call or visit 
your local Canada Employment Centre 
(CEC). 


Section A - Personal information 


01. If you don’t have a Social Insurance 
Number, get an application from your 
local CEC and apply immediately. But 
don’t delay filing your application. Just 
explain in Section L why you don’t have 
a Social Insurance Number. 


09. Please give your home telephone 
number. 


10. This is a number where a message can be 
left for you. 


11. You may choose to have more income tax 
deducted from your UI if you have tax- 
able income from other sources from 
which income tax isn’t deducted. If so, 
simply visit your local CEC to make the 
necessary changes. 


Section B - Previous claim 


13. If you have claimed unemployment in- 
surance in the last 52 weeks, give the name 
of the CEC that handled your claim. If 
you don’t know the exact name, be as 
specific as you can. 


Section C - Employment history 


14. Put the business name and address of the 
firm’s main office. This is normally where 
the payroll is made up. 


15. For example, the company you work for 
may have its main office in Toronto but 
you work in a small mining town in nor- 
thern Ontario. 


Canada 


16. This is the number your employer uses to 
identify you. If you don’t know it, leave 
it blank. 


17. This is the type of work you did. Be 
specific. For example, sales clerk, 
carpenter, pipe fitter. 


18. Explain fully. For example, shortage of 
work, retirement, illness, pregnancy, fired 
or quit. If you need more space use Sec- 
tion L. 

If you stopped work because of illness, 
injury, pregnancy or quarantine also com- 
plete Sections I, J & K. 

If you’re adopting, you will need to ask 
us for the form Supplementary Applica- 
tion for Adoption Benefits (EMP 3265). 
Please complete Section A of the sup- 
plementary application and ensure that 
Section B is completed by the appropriate 
official. 


25. This is your normal gross weekly salary 
before any deductions such as income tax 
or CPP/QPP. Don’t include overtime 
unless you always have overtime pay. 


27. This is your total gross earnings before 
deductions - including overtime - for your 
last week of work. To UI, a work week 
runs from Sunday to Saturday. This 
means that if your last day worked was 
a Wednesday, wages earned for Sunday, 
Monday, Tuesday and Wednesday must 
be included. 


29. Check the appropriate box. Show the 
gross amount received or to be received. 
If you don’t know the exact amount, give 
an estimate based on the information in 
your Record of Employment. 

@ Retirement pension income is now con- 
sidered earnings for UI. Therefore, any 
pension payment you receive on a 
regular basis or in a lump sum must be 
reported on your application for UI 
benefits in Section C, questions 33, 34 
and 35. Ask for our information sheet, 
‘‘Pensions make a difference.’’ 


Section D - Record of 
Employment 


39. Only complete questions 37, 38 and 39 
if you don’t have all your Records of 


Employment. Use Section L if you need 
more room to explain why any of your 
Records of Employment are missing and 
the efforts you’ve made to get them. 


Section E - Work desired 


40. List specific job types (for example, ac- 
counting clerk, pressure welder, diesel 
mechanic), how many years you’ve work- 
ed in that kind of job and what salary you 
expect. 


43. When you answer yes, we still need a little 
more information. You may be ready and 
willing to work but we need to know if 
there are any days during the week you 
can’t work? Tell us here. Also, we need 
to know if there are any hours in each day 
of the week you can’t work? Tell us here. 


44. List the cities, areas of cities or provinces 
or territories in which you’re willing to 
accept a job. 


Section F —- Current employment 
status 


If you answer ‘‘yes’’ to any of the ques- 
tions in this Section (45-49), you will 
receive a questionnaire to complete. 


49. This includes any type of course you’re 
taking. It doesn’t matter if it’s a spon- 
sored course or if you’re paying your own 
costs. If you need more space to explain, 
use Section L. 


@ If you’re applying for illness benefits 
ask for our brochure, ‘‘We can help 
when you’re sick or hurt.’ 


@ If you’re applying for maternity 
benefits ask for our brochure, ‘‘A new 
face in the family photo?’’ 


@ If you’re applying for adoption 
benefits you’ll need to get and com- 
plete the Supplementary Application 
for Adoption Benefits (Form EMP 
3265). Ask for our brochure, ‘‘A new 
face in the family photo?”’ 


@ If you’re only applying for the special 


UI benefit at age 65 complete Section 
A, B, C, D and print in Section L, 
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‘*special age 65 benefits’’. Ask for our 
brochure, ‘SUI and you: when you 
reach 65.”’ 


Section I - This section must 
be completed in full 
if you’re unable to 
work because of 
illness, injury or 
quarantine. 


51. Give the precise nature of the illness or 
injury. For example, fractured right leg, 
gall bladder surgery. 


Section J - This Section must 
be completed in full 
if you’re requesting 
maternity benefits. 


55. If you’re pregnant, give the expected date 
of birth of your child. This date must be 
supported by a medical certificate signed 
by your doctor. If you can’t do this im- 
mediately, explain why in Section L. 
Submit this application at once and send 
us the certificate as soon as you can. 


Section K -— This Section must be 
completed in full if 
you will be receiving 
income while you’re 
on illness or 
maternity benefits. 


58. Print the name of the insurance company. 
If it’s a plan offered through your 
employer, print the name of your 
employer. 


Section M - Declaration and 
Signature 
Please don’t forget to SIGN and DATE your 


application. Failure to do so may delay your 
claim. 


Your rights under the Privacy Act 


Under the Privacy Act, you have the right, on 
written request, to have access to records held 
by the federal government that contain per- 
sonal information about you. You also have 
the right to request correction to that infor- 
mation and have notations made to your file 
if a request for correction has not been 
accepted. 

To find out more about your rights and the 
uses of your unemployment insurance, 
employment and immigration records, consult 
the Personal Information Index. Copies of the 
index are available for public reference at 
municipal libraries and at selected Canada 
Post Offices. 


WARNING 


Anyone who, for any reason, receives 
unemployment insurance benefits to 
which he or she is not entitled, will be re- 
quired to repay those benefits. Knowing- 
ly making false or misleading statements 


is an offence under the law. It can result 
in an administrative penalty or prosecution 
before the courts. 

This brochure contains general information 
only. When a specific question arises, the 
Unemployment Insurance Act and Regula- 
tions must govern. 
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